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1. PURPCSE

This Organi zati onal Work Instruction (ON) provides the

met hods for the Media Rel ati ons Departnment to prepare and
distribute a variety of recurring reports.

The purpose of this ON is to provide guidance and direction

on how the Medi a Rel ati ons Departnment prepares and distributes
t he managenent reports outlined bel ow.

2. APPLI CABI LI TY

This ON applies to the follow ng reports: Media Relations
Daily Report, Media Rel ations Weekly Report, Wekly Center
Staff Notes, Media Relations Metrics Report, and Medi a

Rel ati ons Annual Report.

3. APPLI CABLE DOCUMENTS:

3.1 Reference Docunent List.

Use current revisions unless there is overriding
aut hority.

CD01- OWN - 001 CaER Directorate Organi zati onal
Docunent
Control Process
4. DEFI NI TI ONS: None
MSA — Managenent Support Assi stant

5. I NSTRUCTI ONS

5.1 Medi a Rel ations Daily Report

5.1.1 The Media Relations Daily Report is a
conpilation of activities conducted by
menbers of the Media Relations Departnent.
It should be produced and distributed every
wor kday, but on occasi on conputer problens
or other difficulties prevent that from
happeni ng.
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5. 1.

5. 1.

5. 1.

5. 1.

The report is accessed electronically

t hrough the CD70-main server; reports,
daily reports, appropriate year
appropriate nonth, and the particul ar day
i ntended. The Medi a Rel ati ons Depart nent
MSA is responsible for ensuring a daily
report tenplate is avail abl e each wor kday.

Medi a Rel ati ons Departnent personnel have
access to the server and docunents noted in
par agraph 5.1. 2.

Each Medi a Rel ati ons Specialist/Information
Specialist is responsible for inputting his
or her daily activities into the report in
t he established format, which can be found
in the Daily Reports docunent |ocated on
the CD70-main server (see 5.1.2). The
content of each entry is also the
responsibility of the individual naking the
i nput .

Near the end of each workday, the MSA
distributes the Daily Report, via e-mail.

Di stribution includes managers/directors on
the official Marshall Organization Chart,
menbers of the Media Rel ati ons Depart nment,
and other Marshall enpl oyees as approved by
t he Media Rel ati ons Departnent Manager. The
final report is posted on the CD70-main
server.

5.2 Media Relations Wekly Report

The Medi a Rel ati ons Weekly Report is a
sunmary of activities conducted during the
week, and consists primarily of a
conpilation of activities fromthe Media
Rel ations Daily Reports (see 5.1), Upcom ng
Events, Tel evision Coverage and News Cli ps.
It is produced and distributed at the

begi nni ng of each wor kweek.
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5. 2.

The report is accessed electronically

t hrough the CD70-main server; Reports,
Weekly Report, appropriate year, and date
of the report (the nunerical date on the
Monday of the week prepared, such as

6/ 21/ 99).

Medi a Rel ati ons Departnent personnel have
access to the server and docunents noted in
par agraph 5. 2. 2.

The Medi a Rel ati ons Departnent Editori al
Assi stant is responsible for conpiling the
Weekly Report in the established fornmat
outlined in Weekly Reports found on the
CD70-mai n server (see 5.2.2). The
Editorial Assistant is also responsible for
maki ng any necessary edits to the inputs as
well as selecting inputs for the Wekly

Hi ghli ghts section of the report. If
additional information is needed for the
Weekly Highlights, it is obtained fromthe
Medi a Rel ati ons Speci alists, Exhibit
Manager or Information Specialist who

provi ded the original information.

When the Editorial Assistant conpletes the
report, he/she infornms the Media Rel ati ons
Depart ment MSA who proofreads and nmakes any
necessary corrections. The MSA then prints
out a hard copy of the report and provides
it to the Media Rel ati ons Depart nment
Manager or designee for final approval.

The Medi a Rel ati ons Departnent Manager or
desi gnee returns the report to the MSA who
makes any changes noted, distributes the
report via e-mail, and posts the final
report to the CD70-nmmin server.

Di stribution includes nanagers/directors on
the official Marshall Organi zation Chart;
menbers of the Media Rel ati ons Departnent;
the HQ Public Affairs AA, Deputy AA and al
Di vision Directors; NASA Center Public
Affairs Directors; and other NASA enpl oyees
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as approved by the Media Rel ations
Depart ment Manager or designee.

5.3 Weekly Notes

5.

5.

3.

. 3.

. 3.

. 3.

3.

1

5

The Weekly Notes are narrative highlights
of the week’s nost significant Media

Rel ati ons activities. They are submtted
every Thursday by to the CaER Directorate
for incorporation into the CaER subm ssion
to the Center’s Staff Notes. |If no
sufficiently significant activities
occurred during any given week, a negative
report will be submtted for that week

The report is accessed electronically

t hrough the CD70-main server, Reports
fol der, Weekly Notes fol der, appropriate
year, and the date of the report.

Al'l Media Rel ations Departnent personnel
have access to the server and docunents
noted i n paragraph 5.3.2.

The Editorial Assistant is responsible for
conpi ling the Weekly Notes subm ssions for
t he Departnment. Subm ssions usually are
sel ected fromthe Weekly Highlights section
of the Weekly Report. If additional
information is needed for the Wekly Notes,
it is obtained fromthe Media Rel ations
Speci ali st who provided the original

i nformation.

When the Editorial Assistant conpletes the
weekly subm ssion, she sends the input to
t he Medi a Rel ati ons Departnment MSA who
proofreads and puts it in the predeterm ned
format outlined in the Weekly Notes found
on the CD70-main server (See 5.3.2). The
MSA provides it to the Media Rel ations
Depart ment Manager or designee for final
approval. The final report is then posted
on the CD70-main server by the MSA. The
report is then submtted to the Executive
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Support Assistant and MSA of the CaER
Directorate. (See 5. 3.2)

5.4 Medi a Rel ations Metrics Report

5.

4.

4.

4.

4.

4.

1

2

4

The Metrics Report is a quantitative and
qualitative summary of products and
services provided by the Media Rel ations
Departnent and results of those products
and services. Metrics reports are conpil ed
and distributed quarterly, and an annual
report is conpiled and distributed. (See

5. 4. 6)

The Media Rel ations contractor is
responsi ble for conpiling the report in the
predeterm ned format outlined in the
Metrics Reports |ocated on the CD70-nmain
server. Medi a Rel ati ons Depart nent

enpl oyees have access to the reports on the
server. To access the reports, they go to
CD70-main, netrics folder, and the year and
quarter for the report that they want to
revi ew.

The report is conmpiled by the contractor
using PRSuite, a netrics software program
avai l able to Medi a Rel ati ons personnel .
PRSuite is accessible through the MSFCDB12
server, PRSuite, then ASRI PR Suite.fp5.

Data for the quarterly report is obtained
by the contractor from Wekly Reports (See
5.2 above) information in PRSuite, and

ot her sources as necessary and appropri ate.

When the contractor conpletes the report,
it is provided to the Media Rel ations
Depart ment Manager or designee for review
and approval. Upon approval, information
fromthe report is included in the
departnment Smart Book by the Editorial
Assi stant. The report is posted to the
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CD70-mai n server, netrics folder. (See
5.5.2)

5.4.6 At the end of the cal endar year, the
Contractor and the Media Rel ations
Depart ment Manager decide on the format and
content of an annual report on the
departnment’s activities. The annual report
is prepared by the contractor and approved
by the departnent manager. The annual
report is distributed by the Managenent
Support Assistant to the HQ Public Affairs
AA, Deputy AA, Division Chief and Public
Affairs O ficers; NASA Center public
affairs directors and news chiefs, MSFC
managers, the Media Rel ations Depart ment
staff, and others as deened appropriate by
t he departnent manager or desi gnee.

6. NOTES: None

7. SAFETY PRECAUTI ONS AND WARNI NG NOTES: None

8. APPENDI CES, DATA, REPORTS, AND FORMS: None

9. RECORDS: None

10. TOOLS, EQUI PMENT, AND MATERI ALS: None

11. PERSONNEL TRAI NI NG AND CERTI FI CATI ON: None
All newWy assigned Media Rel ati ons Departnent personnel
and support contractors in the Media Rel ati ons Depart ment

are trained to operate this software by the Media
Rel ati ons contractor.

12. FLOW DI AGRAM None

CHECK THE MASTER LI ST-VERIFY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




O gani zati onal |ssuance

CD70
Managenent Reports CD70- ON - 005 Revision: H
Date: 09/12/03 Page 9 of 8

CHECK THE MASTER LI ST-VERIFY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




